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LOGISTICS OFFESE-CAREFR SERVICE BOARD
Policy - Objectives - Functions
Q1. QLI
The Logistics Off4ee Carser Sarvice Board, as the principal personnel

advisory body to the Chief of Logistics, will develop a'gd recomnend policies
designed to facilitate the assigmment of each employeeﬂ'to mn
which he will exeroise his highest treaining and skill and to sssist and on-
courage him to develop his capucity to accept and execute increasingly
responsidble work assignments.

/u QBIECTIVES 9

2. To meintain and improve the efficiency of)Logistics Suppert Program
_of this Agemey by the most effective utilization of the skills of asn-
signed psrsomnel.

b, To assure avallability of trained logistics personne] to meet curroant
snd future needs throughout the Agepcy in the departmental, field and
overssas offices,

4/ 3. DEPINLTIONS

2. "Rosponsible suporvisor” shall mesn the individual directly responsible
for the cperaticn of a funciional unit, who imediétely supervises and
acts as eveluating officer of the smployses of such a unit,

bo "gQualified person” shall mean eny person who, at the %ime a vacancy
exists, meets the minimum requirements of edumtimv and experience
satablieched by the LogisticsCarser Service Board for the type of
position to be filled. Only candidates so qualified will I» considared

,, b O Vacouney
v _ When necessary, additional requirsmerts for any position
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3. DEFINITIONS (cont'd)
or group of poa‘itions will be formally eétablished prior to the

establishment of lists of candidetes, )

¢. "Eligible persop" shall mean any person who, at the time @%’ vacancy
exists, meets all the legal or Agency _mquirements for appointinent or
promotion and whose selection would be in conformence with applicable
CIA rules and regulations. Only when no employes is avallable within
the Agency with the required treining, skill and experience will re-
cruitment from outside the Agency be resorted to for positiona at other
than the tasic entrance grades,

d. "Vacancy®™ shall mean a formallj establiaheci position, the duties of
which have not been previcusly perfo’med,or a position which has besn
lef't vacant as & result of the promotion, transfsr, reassignment, re-
signation, or termination of thé former oucupant,

8, "pPopition Groups"

411 employses are included under the career sorvice system, -Hele

O-dmunnalag ot :
“uw; Forlpurpcaes of-eoffectivendministzation, the Logistics Carecer
Service Board has placed the positions under its jurisdiction in the

following groups: ;,.aqas'hc type

Group I - Administrative, Professional and Technical’poaitiona
in Grades GS-13 and above, L.oqwhc-.t)’["e

Group II = Administrative, Professionsl and Technicallpositions

in Grades GS-10 through 0S-12. Logistic 'ty pe

Group III - Administrative, Professional and Technical|positions
in Grades GS-6 through GS-9,
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aoply to positiems im Growy V. TERTT

dnils the logletdes Cavesr Jewvies Joard, inwoveh Thr Chief of Inmstir:sﬂ
providen oversdd dirsctior to the logletlse Cmresr Service, the affustive

operatior of the progran can ondy e eesen

Jabed when o231 amlloyess under-

stapd amd eocspt itz ebjestives emd el eompetrsits of the loglaties OfPice

asgame tiasly pwopey responedbility fm pelstion wo it.

\
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shhes, Gamogap, Sevedea Joang

To develop and rocoiment to the Chisf of Iopistics overall
20licy conserndng the Coresr Service progren. fow loglstins
porsonnel throughout tha Apesy.

To formalete emd recouwmsnd o the Chlle? of ogisties plans and
poldeles for tho muintensmes and improvensnt of sxployese morals.
To review and appxove for the Chief of Lopieties wrulning policies
and progrss -

To reoview ovgenisstioral plems end tables of organization for

the purpose of assuring the Chief of logisties that clesr averuss
wf propotion have been provided, end that an adequate number of
tralnee, undsrstudy, or "assistant 1of roeliions have been eshab-

lished in strategic orgsnisational locations.
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(5] To recommand b0 the Ciief of logleties gquelifications ptamdards
for sntastibe, plassmsnt, amd peemed i

(6} 7o approve for tuo Giadef of loglsties work rotation sssigmen
end treindag schedules for individwal employees im position
Groups I emd II.

(7} %o review the vork resord of wmpllopees prior to retwm from over
se6s tours end to interview sued employees vpom retura es neses-
sy Low toe pmpom_of redcmnialing arpromliate ssalignments or

AEfronsana ARt Ol tive Admdmd et R
(N e e L S SRRy B AR e MM LTS A e Y Rt n e

(U} To pxoviie professionsl end tselmfeal staff advice and assistemse
to the loglsties Offbwe Cavoar Ssrvlce Boswd and the Culef of
logistice.

@) To provice elerical asslstance to amd madutrdn the records Decsme

b,

sary for the logiatic Covesr Semvdas Soawd to carty oul its

B) %o aseurs that all pertinent imformstiom is svailsble and properly
rresebbod for employess beimg sousddared by Thenlarocy Jewrice
Boamd.,

(6} To mmeute the yolietes and pevsommsl sctiors detesuined by the
loglatics Qffwe Carcer Scrvise Board o bs advisable amd %o
exscute, without refersnce to the Boswd, persomnel astions fallirg

clearly within established standands.
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{5) To maintain for use of the Career Service Board an Exscutive
Inventory aund a Loxistic Fraince Inventory.

(6) To provide rosponsible supervisors with a pane’ of the names
of' employses qualified for vacant positiecne,

{7) To inform responsible supervisors of employess under their
jurisdiction who are being considered for promotion or

reassignment,
Eﬂ{d ,’k ,u_t\)

{1) To keep the Administrative Staff rotified es far in advance

as possible of anticipated vacancies and persounel requiremants,

{2) To indieate to the Administrative Staff any spacific qualifi-
cations requirements over and above the gerersl er normal
raguiremonts of the positionsunder their Juriadietion,

(3) To develop in their offices "on-the-Job" training plens for
logistic trainees. .

(4) To develop briefing pressntations of office fmictions and work

projects if required for emplayees roteted through their offices

for training or orientatien.

do Responsibility of Ewplovses

{1) The evsluated work record of esch mmployee is nvailable withim
the Agency and 1s consulted as required by the Caresy Sarvics
Baard, This record aleo contains reports of training given by

the Agensy or under Agency spongorship. Often, however, employees

oh their own initiative in off-duty hours cequire additionsl
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training, skills or axpsrience whick incresse their value to
the Agenay. A record of such training does not, as a matter
of course, find its wey to the basis persomnel file, Employees,
therefore, are responsible for reporting to the Administrative |
Staff the acquisition of such training, experience or skill, |
in order that it may be entered upon their record and be :e
eonaidered in the caresr planning of the employse. | ;
5. OPERATING POLICIES |
a. General 94* e Caneed
As & means of achieving the objectivesa of the,‘Bcard the tollowius
operating policies bave been adopted to provide, incofar eas possibls,
that the best qualified candidats for any vacancy will be available and
assigned vhen nesded. Partioular emphasis has besn pleised upon promotion
from lower graded positions within the lLogiastica Office or the Agency.
{1) The Loglstica Office recognizes that s trus career program cannot
be solely the concern of the Persomnel Office or the Careesr
Service Board but rather mist be built into the basie structure
of the organisation and permeats the thinking »f its management
and its employeos at all levels, This concept implies that
offices will incorporate the career principle in their organiss-
tionel plaaning to the fullest practical extent by providing

on=the-job learning opportunities and clear avemmes of prowmction,
{2) Mow employees will bs sslected on the basis of their potentiali-

ties of growth as well as their gualifications for the particular
vacancies existing at the time of thelr recruitment.
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(3)

(4)

Esoh employes will ba regarded as a trainer of those he
supervises and a learnsr from those who supervise him, as
well as an individusl responsible for the psrfermance of the

specific tasks coversd by his position description. These

factors will be weighed heavily im preparing the persomnel
evaluation reports of supervisory personnel.

In the development of amployse skills and morale, full appli-
cation will bs made of the policies, toghnlques, and procedures
established Yy the Agenay Personnel Offics,fCareer Service Board
and the Office of Traiming. Th:ls.:lnvolwa the plauned use of
rotating work assignments, appropriate in-servico irsining,
careor counseling by supervisors and senior adninistrative
personnel, and the judicious use of service sctools and other

governmental and non-governmental academis institutions.

» P4lling of Vacancies - Selactign Preference
Whenever s position becomes wvecant, exsept at the besic remiﬁM

grades, preference im £1lling such veeancy shell be in 2soordance with
tha followings

{1)

(2)

A1l qualified employess of higher grade for whim no sulfable
pocition at their pressnt grade sxists beeause of changes in
organigation, program or other administyetive reeson rot

reflecting upon the employes,
All qualified incumbents of positions ef am equal grade who

ars assigned to dead-end positions or positions where maximum
use cannot be made of the amployes®s highest tyaining and skilil,
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{3) A11 qualified inoumbents of positions one grads lower than the
mosncy, and if not avallable at this level, then in sucessively
lower grades,

{4) Qualified and oligible candidates from outside the Ageney.

Subject to governing ci& Regulations, full consideration will be

given to the folloving factore in filling & vecanays

{1) Potentielity and capacity, as indicated by the oxtent to which
the quelifications of the individusl sxveed the minimmm
requiraments of the position,

{2) Persammel Evaluation Reports and other informetion which may
properly indicats quality of performence and personal charectem-
ietdos.,

{3) Total length of service in grads.

{4} Total lemgth of qualifying service,

{5) Experience and trsining i the same or related work.

{6)( Bresdth of experience prior snd subssquent to Agm@yé___

([ Zaplaymeat with particuler reference to oversess expsrience.

7 3 Servize in the functionsl unit im which the vacansy cocurs,
or in & clozaly related organisatiomal unft,
C/ /M Qualification thromgh such objective tests, measuremsnte or

sxaminations as the Carser Service Board may coasider appropriate
or desirable,

SECRET
Security Informeticen

3 8 (=23

Approved For Release 1999/08/27 : CIA-RDP78-04361A000100030022-1



Approved For Relegse 1999/08/27 : CIA-RDP78-04361A000100030022-1

SECRET
Security Informatiom

Exgeptional o01600 008

HWhile all qualified eligibles mst be copsidered, rothing in this
polioy shall be constzusd to require the selection of eny smployse who
is considersd unsuited for the position by the responsible supervisor
4pn the office whore the vascanoy exists, or solely becsuise he is an
exployes of the Agansy vhen other candidates with definitely superior
qualifications are available, When thia provision resilis in ths notw
gelection of an otherwise eligidble employee of higher jreference (See,
above) the responuible supervisor shall inddeate in writing the reascus
therefor. If accaptable, the explanation will be filed apd svajlable
for inspmction by any eligible employes candidate whose name appears
on the selection panel, The determination of thwﬁmm the
accaptability of such explanation vill be fimsl,

herein oublined will be released for promotion or rearsigmment. In

the event the promotion involves a transfer across supervisory lines,

the supervisor of the employee %o be pramoted will bs consuited te
determine if a replacsment for such enpioyee is desirad. Pricrity will

bo given to the assigrment of such replucements. Howover, the proeotion
or reassignment of a selsctad employse sorsally will ot be delayed longer

than thirty (30) days regardless of the fact that a raplacemeni may
not be available within that time. Extensions of this 30-day pericd '

~  must be speeifically approved by “helCarser Serwvice Board.
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f. Irsislog o L Off <
a”&a% quresr-gonscious organization|provides aburndant and varied

R cﬁpor‘tunitiaa for employea development through formal arnd informal
tr;ini.ng programs, Hecognising the peculiar requiremeits of intelli-
gence vork in terms of education, skills, and experienvs, the Central
Intelligence Agensy has esteblished or made available & broad selegtion
of training courses designed to develop in its employeos the quali-
fications which the Ageuncy requires,

While the Caresr Service Board wishes (o encourage emplcyees %o
seek persomal education advancement on their owm initintivs, it should
be reocognized that Agency spomsorsd courses are related directly to the
nesds of the Agenoy, and trsining &t government expenso, or ofi GOVRID-
wen% time, can only be approved when it is determived 't i3 clearly
related to the duties assigned an omployee or to dutien te be nssigned
in the futura, |

It in 1likewise not the imient of Agenoy sponsored iralning courses o
train new awploysss in primary skiils readily awvailabls through recruit-
ment.

To insure that Agency spomsored treining courses are sffectively

L used, the Loglatios Carcer Board approves the follewiny proceduns?

(1) Supervisors mey achedule Group IV employeses uader their
supervision for refresher skills training when the need is
apparent without refersnce to the Logistics Curee ervice
Board.

{2) Broad treining programs or plans for cuplcyees in Groups
il and IIT will be submitted for the approval of the Logletics
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{3) Proposed training schedules uf empleyees in Group I will be

L - submittad to the Loglstiss Career Beard on an individusl
basis, The Board will review the schedule or plan ip relaticn
to past educational beakground, work experiers, and the present
or contemplated work assigrment of the indiviiual for the
purpose of numﬁamm/&l; proposed tieining is olearly
in the interest of the Agensy.

{4) The decision of the Logisiios Career Service 3cerd om training
matters will be forwarded o the Administratisze Staff for

exeocution,

\%
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